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,
‘SECNAVINSTRU~ION 5215.lC

,.

From: Secretaryof the Navy
To: All Shipsand Stations

Subj: Departmentof the NavyDirectivesIssuanceSystem

1. Purpose. To promulgaterevisedpolicies,responsibilities,and
standardsfor the administrationof subjectsystem.

2. Cancellation.SECNAVINST“5215.lBof 1 Ott 1964,The NavyDirectives
System;is supersededhereby.

3. Scope. The provisionsof thispublicationare applicablethroughout
the Departmentof the Navy,”exceptthat separateprovisions“forthe
issuanceof internalMarineCorpsdirectivesare containedin
MCO P5215.1.

4. Action. “Eachaddresseeis responsiblefor installingand adminis-
teringthe systemwithinhis organization,and for ensuringthathis
administ”rativeissuances”whichmeet the indicatedcriteriaare issued
withinor incorporatedinto”thesystem,to the maximumpracticableextent.
Implementingdirectivesshallnot duplicatethisinstruction,but may
add detailsnecessaryfor localus,e,and providefurtherguidancewhere
optionshave been indicated.

5. Administrationand Maintenance.The Chiefof NavalOperationsshall
ensurethe implementationof the provisionsof this-instruction,grant
any exceptionsneeded,and provide.for possibleimprovementsand other
armro?rlatechanges. Recommendationsfor changes,togetherwith the
reasonsther~ shouldbe submittedto him. -

~~~ 74’5!..
Under SecretaryoftheNavy
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PART1

DEFIIWTfONS,CRITERIA, ANDlWSPONSIBILITIES

R)

R)

A)

A)

1.TERMSDEFINED.The following terms and their
definitions, listed in alphabetical order,. will aid. in in-
terpreting this instruction, and in the continued
administration of the Department of the Navy Directives
Issuance System. This section of the directive also serves
as an introduction to the remaining sections.

ALL SHIPS AND STATIONS. The “’to”line of a
directive which is to be included in a particular special
distribution system from specified organizations in the
Washington, D.C. area to all or most of the components
of the Department of the Navy-i. e., both pwts 1 and 2
of the Standard Navy Distribution List.

BULLETIN. (Applies only to Marine Corps issu-
ances.) A directive having the same force and effect as an
order, and used to publish material that is either
primarily informative or otherwise directive in nature,
but is not of continuing authority or reference vafue
(e.g., requirements for one=time reports, tempora~ pro-
cedures, etc. ). A bulletin includes a self-cancellation date.

CHANGE TRANSMITTAL. The medium used to
transmit changes to an instruction or, under extenuating
circumstances, a notice. Each transmittal describes the
nature of the changes it transmits, and gives directions
for making them. In the Marine Corps, comparable
changes are to orders and bulletins,

CHECKLIST. A numerical list of effective in-
structions, used to verify the completeness and currency
of a master set of instructions. Omission of a directive
from a list is not authority to cancel, A list of positive
indications of cancellation may, however, be included in
a checklist,

CROSS-REFERENCE SHEET (Subject or
Locator). A sheet which is distributed with a directive,
and tiled in the directives binder, to assist users in locat-
ing the directive, when filed separately.

DIRECTIVE. An instruction (order), notice (bulle-
tin), or change transmittal, It prescribes or’ establishes
policy, organization, conduct, methods, or procedures;
requires action or sets forth information essential to the
effective administration or operation of activities con-
cerned; or contains authority or info~ation that must
be promulgated formally. .

..

.

1“

DIRECTIVES ISSUANCE SYSTEM. The standard
procedures and formats used to promulgate policy,
procedures, and informational releaseain the Department
of the Navy.

DISTRfBUTION LIST. A list of “action” and
‘“information” addressees of a directive. Tlese addressees
are selected on the basis of need to act or need to
know.

INSTRUCTION. A directive containing authority
or information having continuing reference value, or
requiring continuing action. It remains in effect until
superseded or otherwise canceled by the originator or
higher-authority.

ISSUING AUTHORITY. The chief official. of an
established, independent ‘component, by whose authority
and under whose title a directive is promulgated.

JOINT DIRECTIVE. A directive issued jointly by
one authority, in conjunction with one or more other
authorities.

LETTER-TYPE DIRECTIVE. An instruction or
notice prepared in a format similar to t~t of the naval
letter.

MESSAGE-TYPE DIRECTIVE. A directive trans-
mitted via the Naval Communication System.

NOTICE. A directive of a one-time or brief nature,
which has a self-canceling provklon, and which has the
same force and effect as an instruction. Usually, it wifl
remairi in effect for less than 6 months, but is not per-
mitted to remain in effect for longer”than one year. Any
requirement for continuing action contained in a notice,
such as the submission of a report, use of a form, or
foilowing a specified procedure, is considered to be
canceled when the notice is canceled, unless the require-
ment is incorporated into another suitable document.

ORDER. (Appfies only to MarineCorps issuances.)
A directive of continuing authority or reference value. It
is effective until superseded or otherwise canceled. A
specific cancellation date may be stated when the period
of effectiveness can be estimated. An order may be
issued.as a letter-type or manual-type directive.

(.4

(R

(D

(A

(A
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PAGE CHANGE. An additional or replacement
page for an instruction or notice, transmitted under
cover of a change transmittal, for insertion by recipients.
It usually is preferable to a pen change. It is generally
more economical; provides neater, more legible copy; and
decreases the chance of errors and the time expended by
recipients in making changes.

PASTE-INCHANGE. A change, usuatly of some
length, which is entered by cutting the wording from the
disseminating document or retyped copy and pasting
onto the basic document which is being revised. A
change will not be issued with the request or intent that
it be pasted in, or which can be entered feasibly only by
pasting in. The issuance of paste-in changes is prohibited
because they:

(1) Often become detached from the directive
on which they are pasted.

(2) Usually occupy more space than the word-
ing they supersede, thus requiring a hinged type of
insertion, and complicating subsequent reference.

(3) Tend to lessen the utility, and to detract
from the appearance, of the basic directive.

(4) Usually prevent printing on both aides of
we change page.

PEN CHANGE. A change, usually relatively short,
which is entered in the basic document in handwriting
by the recipient. A change wifl not be issued with the
rquest or intent that it be entered in handwriting, when
the time required for a single addressee to enter all
changes on a aingfe sheet (two sides) of paper would
exceed that required for him to remove a superseded
sheet and insert a new one. Duections shall state pre-
cisely where the change occurs; i.e., page, paragraph,and
fine number, and any other pertinent information.

PREPARING AUTHORITY. A chief official of an
activity or component who has initiated or has been
assigned the task of preparing a directive.

PUBLICATION-TYPEDIRE~VE. An instruction
or notice whose content is best suited to a publication
format; i.e., parts, chapters, sections, etc., differing from
a manual or publication only by the method of prw
mulgation and identification. It includes a promulgation
‘in the format of a letter-type directive, instead of the
normal authenticating frontispiece in a publication. It
carries the same subject number as the signedtransmittal,
and does not carry a separate publication number.

REVISION. A reixnsance of an existing instruction
in completely rewritten form.

,.

2

SPECIAL DISTRfBUTION LIST. A list of address-
ees, compiled by an issuing authority to meet his special
recurring distribution needs, when use of the Standard
Navy Distributiorr,List would be impractical. The list is
compiled on the basis of some common denominator,
such as the ships under a single type commander. The
code consists of the short title of the issuing authority
and a discrete number.

STANDARD NAVY DISTRIBUTION LIST
(SNDL). The list which provides official addresing and
distribution information for the Naval Establishment. It
is published in two parts: Part I (OPNAV PO9B3-107),
Operating Forces of the Navy; Unified and Specified
Commands; and U.S. Elements of International Com-
mands (classified confidential); and Part “2, which is
Section 1 of the Catalog of Naval Shore Activities
(OPNAV PO9B3-105).

SUPPLEMENT. A medium formerly used to add
information to an existing instmction. It is now prohibit-
ed, except where necessary to change a joint interaemice
instruction, when the basic instruction cannot .readiiy be
changed.

WASHINGTON HEADQUARTERS ORGANIZA-
TION. For purposes of this directive, Washington
headquartera organizations comprise Navy Department
components; the headquarters of the six systems com-
ma rids, and of “the Communications, Intelligence,
Security Group, and Weather Service Commands; and the
Office of the Oceanographerof the Navy:

WEEKLY TRANSMITTAL SHEET. The means by
which the Navy Publication and Printing Service makea
initiaf distribution of directives addressed to all ahipaand
stations. The system may be utilized only by Washington
headquarters organizations (see definition above) and
such otier organizations as the Chief of Naval Operations
may determine.

2. CRITERIA

a. Standard. In general, a document, ‘regardlessof its
physical characteristics, shall be issued in the directives
system when it does one or more of the following:

(1) Regulates or is essential to effective admini.
stration.

(2)

(3)

(4)

Establishes policy.

Delegates authority or assigns responsibility.

Establishes an organizational structure,

(R

(A

(A

(R

(R

(R
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(5) Aaaignsamission, function,. ort+sk. issued as regular manuaf or publication changes or
revisions, outside of the directives system.’ In no case
may such a change be issued as an instruction. However,
when information must be ‘transmitted before a regular
change orrevtilon tothebas]c document can republished,
a notice, preferably cariying a cancellation date of 6
months or le=, may be issued. The notice may not
remain in effect for longer than one year. Final manuai
changes should be made as xwn as practicable, in any
event.

R)

(6) initiates or governs a course of action or
calduct.

R) (7) Establishes procedurw, technique, standard,
guide or method ot’ performinga duty, function, or
o~tin.

(A

(A

..

(A

(A

(A

(A

@

,.

(R

(8) Establishes a reporting requirement.A)

R) (9) CbmgeS, supes&des, or” cancels another
dimdive.

e. Lowercstw vs. Capitalization. The GPO Style
Manual doea not support capitalizing the words “instruct-
ion, “ “notice, “ “’change transmittal,” :’sup’plement,”and
“directive,” when used in the body of a communication
to indicate a directive. These words shall be capitalized
when used as part. of the identification of a specitlc
directive; e.g., SECNAV instruction .5215.IC.However,
review authorities should not have directiww or corre-
spondence ‘retyped merely to change consistent capital-
tition in’ these irrstances; urdess directed by the issuing
authority.

b. O@MMI. issuances not failing within the scope
of Use above criteria nevertheless rmsy be issued irs the
directives issuance system to obtain quick and controlled
dissemination. Norsnalfy issued as notices, the= may
inciude:

(1) Requests for” comments, approvai, or irsfor-
Srsation.

f. Conaoiidated List of Canceled Directives. When
several directives having relatively wide distribution iists
are to be canceled, the issuance of a consolidated list of
cancellations as a”notica ia preferable to the issuance of
individual cancellation notices. When this procedure is
used, the fiat ahail incfude, for ea& canceied directive,
the following information:

(2) Directions for rorttitrely carrying out eatab
iiahed opraatiem such aa matters pertaining to igdividuai
peraonnei actiory+or apeciaf shipments of materiai.

(3) i~o-tive announcements, such Z+ C&

cation ,m ptumotion opportunities, recreational activities,’
work improvement piarrs,suggestions for moraie buifding,
or ehangea in otllce locations or telephone extensiona.

c. =%!J-

(1) Complete identW~cation;’ i.e., Use issuing
authority’s abbreviation, the subject number, and, if any,
the coswcutive and serial numbers.

(2) Date of issue.(i)Required

(3) Subject or title, form number and date, &d
symbol of arty report which was required but is not”
being antinued by a revised directive or other appropri-
ate document.

(a) Navy Regulations

R) (b) T’OP secret documents

(4) Distribution (as ahown on the directive being
canceled or the latest change thereto, except that the titles
and short titles used to identify codes should be omitted).

(c) ‘~- publications

(2) Optiorsai
(5) Reason forcancdiation.

(a) Opemtiona pia~andordera
3. RESWONSIBILfTiES. Each organiratiorsai compo-

nent of the Department of the Navy indicated below is
rqcmaible for performing the functions Uated, through
appropriate command channeia.

R)

R)

(b) Technical and rssguiatory n&tuaia and
Pubiieistiou and CitM&S thereto

,(C) IaauamXawith fewer than six addresseea,
issciuding “copy to” addmaaees, except those covered by
244), (5), and (8) above.

a. Chief of NavrsfOperations.

(1) Manages the directives issuance system from
anoverallstandpoint,and provides for neededirnprove-
menta and changw in the system.

d. - ~ kd w FsrtitiotiNotirstbe

Diradk9ktassce Syatero. Thcaenorroalfy aitaiibe

3
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(2) Rovides guidance’ and technical assistance to
Department of the Navy components in developing,
installing, operating, and improving the system.

(3) Coxdinates with headquarters organizations,
recommendations for changes in policies, standards, and
procedures.

b. hawing Authority

(1). Ensures compliance with this instruction, and
promulgates any internal procedures necesssry ‘for install-
ing and administering the system.

(2) Ensures that directives are issued to ad~
quately document programs, functions, organization,
policies, and procedures for which he is ,responsible, and
that there are no policy or procedural gaps or overlaps.
1ss addition, ensufis that they conform to pertinent
Department of the Navy policies and. regulations, and to
statutory and other requirements. (On change of
command, the chief official should not issue a directive
stating that previous directives remain in effect. A change
of command does not affect previously issued directives.)

(3) Establishes controls, checkpoints, or pro-
cedures necessary to ensure the adequacy of directives
issued, and compliance with those directives.

(4) Conducts at least an annual review, and
other reviews as needed, to ensure: (a) that the system’s
requirements and standards are bekrg met; and (b) that
all effective directives which the organization has issued
or prepared are reviewed with a view toward canceling,
updating, revising, or consolidating, as appropriate. The
recommended schedule is to review instructions on their
respective anniversary dates, thus spreading the workload
over the year.

(5) Provides training, as needed, for’ personnel
drafting and reviewing directives, and forclerid,typing,
and other personnel preparing and maintaining them.

(6) Ensures that applicable directives which ~
not covered by allowance lists are automatically furnished
a newly established activity or an activity moved from
one command chain to another.

c. Directives Control Pornt (or similar designated
unit).

(1) Evaluates the system’s operations within the
individual organization on a continuing, baais, and ana-
lyzes directives, making recommendations for improve-
ments when appropriate.

(2)Reviews each directive prior to signature, for
comp~ance with directives standards, including prepa-
ration fcm proper signature, clearances, format, identifi-
cation, security requirements, editorial standards, subject
numbers, and references; and ascertains cumency, need,
completeness, and pdssible overlap of or conffict with
other directives. Assigns consecutive numbers to new
instructions after signature, and ensures dating prior to
final issuance.

(3)” Reviews the proposed distribution ‘of each
directive, to ascertain that it is selectively appropriate
and accurate, to avoid overdistnbution or underdistn-
bution. kranges for reproduction, distribution, ” and
stocking of directives so as to ensure efficient initial and
reserve stocks.

(4) Maintains, in standard three-ring or post
binders, or automated equipment with equivalent search
capabilities, master uptodate sets of incoming “and out-
going” directives (or locator cross-reference” sheets when
classified or “publication-type directives are fded else-
where). Included shall be copies of message directives,
fded in the same manner as other directives. Reviews
checklists to ensure the currency of directives maintained
by the organization, and obtains a complete set of all
applicable directives upon activation or commissioning.

(5) Ia&s annual numerical checklists, and

quarterly additions and deletions, and annual alphabetical
subject indexes, as nece-, of all currently effective
instructions the organization has issued. (The Navy
Publications and Printing Sesvice (NPPS) provides this
service to Washington headquarters organizations, except
the Headquarters, Marine Corps.)

(6) Prepares for issuance, if pmcticable, a con-
version table, showing the old and new identifications of
directives when the official name of an activity is
changed, or when activities are consolidated or split.

(7) Routes to the origiriator, for initiation of
revision, extent ion, or cam%llation, each instruction
originated within the organization which is within six
months of its &cellation or revision requirement date.

d. Issuing Authority in tlie Washington Head-
quarters Organizations (in addition to the respomi’iilitica
outlined above)

(1) Ensures appropriate coordination and’ clear-
ance of each directive originated.

(2), Submits for p~ior approval
Naval &a-ations proposed requests “for

of the Chief of
recurring reports

(A

4
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from the OperatingForces of the Navy, and includes in
the directive a positive indication that the request has
been”approved by the Chief of Naval Operations.

(3)Furnishes (to the Navy Publications and
Printing Sesvice (NPPS)) signed directives addresd to all
ships and stations, so that distribution may be made via
the weekly tranmsittal.

(4) Includes NPPS (FIL41F4t72 I/CL) on the
distribution of all externally issued unclassified (2 copies)
and confidential (1 copy) instructions, and notices (2
copies) which cancel external instructions. The Head-
quarters, Marine Corps is exempt from this requirement.

(5) Furnishes to NPPS pertinent information
(number, date,, distribution, etc.) regarding each secret
instruction. The Headquarter, Marine Corps is exempt
from this requirement.

e. Commandant of the Marine Corps

(1) Furnishes to directives control points.. or
Washington headquarters issuing authorities necessary
bulk mailing and distribution irsfonnation, or mailing
labels, and total copy requirements for distribution of
individual Navy directives addressed to Marine Corps
field activities.

:.

(2) With respect to directives addressed to all
ships and stations, furnishes to the Navy Publications and
Printing Sewice mailing labels for ,consolidated weekly
distribution to Marine Corps dutribution. lists and/or
codes.

f. Navy Publications and Priiting Service (NPPS)

(1) Compiles and distributes: (a) consolidated
annual numerical Checklists tid alphabetical subject
indexes of currently effective instructions distributed
outside the issuing Washington headquarters organiza-
tions; and (b) quarterly additions and deletions. or
other periodic issuances as required. These shall be based
on information and documents furnished, by the Washing-
ton headquarters organizations (see subparagraph d(4)
above).

(2) Makes initial distribution of directives to be
distributed by a consolidated weekly transmittal toall ~,
ships and stations, as requested by the issuing
Washington headquarters organizations, and in accord-
ance with current regulations.

(3) Includes in the weekly consolidated trans-
mittal sheet a list of all unclassified external instructions ,
received from Washington headquarters organizations
during the period covered. ~

5
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PART 11

PREPARATIONAND MAINIZNANCE OF ~

R)

R)

R)

L PREPARATION OF DIRIMXIVES. The elements of a
dirutivc, both as to content and format, generally in the

order that they appzar in a directive, are contained in table

1, Reparation of Letter-Type Directive-?,and table 2,
Prqmration of Special TYPCDircctivea. Unless otherwise
indicated, each procedure apptiea to instructions and
nti Urdeasapdkslly modifred by directives issuance
system requirements, the provisions of the Department of
the Navy CorreaponderrceManual apply to directives, as
well. White the formats of directivcaare intended to follow

- of the naval kttcr & cloacfy as practicable, the tables

ha- been prepared in aufticicnt det+il to minimize

rcferem to the cotsupondence manuaf.

a. -tin of ~-~ Db’ectiv~. Table 1
contains the standard requirements for the preparation,
identifiition, promulgation, and distribution of directivca
imscd m the dirutives issuance system.

b. Prepmtiors of Special-Type Dkcctivea. Table’2
cxmtaina the standard rcqrdrements for promulgating
message. publication, rmdjoint intra-Navyand interservice
dimctivea

2. ~G AND REQUfSITIONING

a. Rcqrskitionhsg Dkec* Uscra may requisition
any needed additional copies of directive+ excluding
rs@~ t%omthe stockpoint(s) shown on wsch directive.
WaaMngtorrheadquarters oetions norrnaJly stock
extcrrraf directives, excfuding notices, at the Suppty and

F~ Dqartment (S 14.32), Naval Station, Washington,

D.C. 20390. NAVSUP form 1205, Departmental Duectivcs
Requisition, if avaifabk, ahoutd be used when rcquiaition-
ing mpics of directivca stocked at the above location.
Copies of the form are available from the Navaf Supply
Centers at Norfolk and Oakfand. Tle stock number for
‘NAVSUP form 1205 is 010S-S03-7702.

b. - and ordering Preauibed Forma. kuing
authorities shafl ensure that forms and other materiata
fnucr’i~ for use by a directive arc readify available to
~ when and where required, and shafl include adequate
ordering and stocking information in the prescribing
direztivca. If addremeeaarc required to furnish information
prior to the availability of forms, the directives shall
provide adcqrrateinterim instructions.

7

3.MAINTENANCE AND DISP@AL

a. Oflkhtti Fik. Edriamirrg authority drall
rnsdntsdrroffkial directives cac fdes for the diractiveahe
iasuck The files ahailbe arsast@mrmerk4y by the
standard asbjcct kleatifkatksn numbers adgnod the
directrva, and fdedaaaaeparateaeriaq ●part fromothar
r~ %A u fOkf= afd ioade:

(1) The offsciaf ~ copy (or other deaignatad
official copy) of the baaic dkctive, containing ckanncc
initials or name~ md tfse- or copy cantaisdngtfse
actualaignatumor otherauthentication.

(2) The offkiaf green cOpy and/or s@tura capy
(or other designated Offiiid COPY) of any chan~, ~
tion, cmanefcmrrce ahat, or swiaion of the *
directive.

(3) Any rcpmdu~ (distribution) copy of tb
bavicdirective, and of any ~, csrrcdlation, ~
referencz sheet, or revision of the basic directive. Shipaand
amaff activities may dn~ with tlrb rcquirenssmt, if
appti by Iocat authority.

(4) Supporting aod oth- pertinent documentq

including thm containing conarrreneu, nonrmncume~

aPPm*. md signifiitCOSSUISCIStK

(1) Fi[ing Inrfructtms Instructions normalfy
should be fried acceding to (1) subject identikatiorr
number; (2) cmaecutive nrurrba;and (3) iaapingauthority.
Checklists of directives issued by Washingtonheadquarters
organizationa ahatl be orgmdzcd in this manner. 1[ focal
conditions squire, however, another sequence may be
foUowed,such aaby issuing authority, or by a combination
of subject identifmatiorrnumber and iavuingauthority, w
by =curitj ctaadlbtiorrs. Atphabctic prcf~es (*”C”and
“’S”, indicating accwity clasaifik.ation) to the aubjcct
dcaignation”shordd be diamgasded in deterrrdning tk
nurncricd filing ~uencxz

(2) FYHngNotices. Notices ordirudy need not be
rdcd in the nmatcrfde, trcc=w of their brief duration. If it

(R

(A

(R

(R
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is nece- y to interfiie them with instructions temp
nsrily, the notices should be tabbed so that each may be
easify and promptfy removed as soon ss its cancellation
date is reached. Copies may be ftied in separate suspense
binders when necessary.

(3) Filing CrowReferenceSheets.TheseshaU be
interfUed with instructions. Locator sheets are inserted in
normal sequence, in lieu of the instructions’ they reference.
A subject cross-reference sheet is placed in front of those
instructions which carsY the same supject identification
number.

(4) Filing Directives in Gen@ Correspondence
FUes. When copies of directives are needed to complete
records, or to support or further document specific
actions, they may be filed in the activity’s general subject
files, pertinent case ffles (such as contract case files), or

otherappropriate correspondence tiles.

c. Entering Changes, Proper notations, such as
“CH-l j’ etc., are entered in the upper right margin of the
fmt page of each directive changed (or on” the record-
of-changes sheet for a publication-type instruction), to
indicate changes received and incorporated.

d. Required Crmcelhstion or Revision. Seven yearn
from the date of i&uance, an instruction that has not been

revised (as contrasted with changed) in the interim requires
cancellation or revision. One-year ,extensions of the re-
quired cancellation or revision date, as necessary, may be
~uthorized by appropriate authority, as indicated below:

(1) The first such extension may be approved by
issuing authority.

(2) Second e~tension, excsipt for SECNAV and
OPNAV instructions, must have approval of next higher
echelon. It is envisioned that no more than two ex-
tensions will become necessary. Those directives which
are or will be seven years old within ninety days of the
date of this change are given a six-month grace period
for the issuing authority to take positive action. Joint
interservice instructions and publication-type directives
are excluded from the seven-year cancellation or revision
requirement claw. In spite of the age of a directive,
addressees shall not consider it as ciancelled unless and
‘untii they have received the appropriate, positive notifica-
tion of such.

e. Disposing of Directives. Official case files of
directives, as described in 3a, shall be retained or
disposed of as ‘authorized in paragraph 521 S(l)(a) of
SECNAVINST 52 12.5B, Disposal of Navy and Marine
Corps Records.

8
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ITEM INSTRUCTION NOTICE

1. STATIONERYANDPRJN’JTNG

C. tihssnstMFormat

2. MARGINS

‘3. SECURJTY CLASSIFICATION

●✎ Clmifykag DimctitwI

(1) Flrsf Awe

(2)Co.tirrraarlorr?bges

b. Do~hrg and Dadad&stbn

Iasforralatiost

c. ctaa~Trcrmadttab to

Gdfiesf Dbecttvca

4. CANCELLATIONDATE

TAULE 1- PHtPARAT ION UF LETTER-TYPE DIRECTIVES

The fit pagr of a letter-typedirectiveu preparedon Uri’’lctterhcador a similar(modified,ss nccdad)
headingof the isaubrgauthority,and the contiriuation sheets on plainbond paper.

Dir@vaa ahaU bc ~produccd,generallyon both sidcaof the sheet, head-t~headon 8’”x IW7T paper,
with S/16”hohmpunchedor d@led41/4” center-tc=xntcr,for Iooaclaf fding in standard3-ring/pxt
bircderx. Oraelrundrcd-potrnd offset book paper stock, or equivalent quality, is rccommcndcd. Publication

type directives umatty arc trinrrnad. If trimmed on three aides, a typicalpagesize is 7-7/8”’x KW4”. If

trimarred on four sidaa, a page is 7-3/# x lW1/4’”.

,The standard aingfc-column format used for naval letters normally shall bc u=d, but a twcxolumn format,

Arch as ia uacd isa parts 1 and 11 of this instruction, may be uacd when it will not Significantly incrcaaa

pMtirsg coats.

Where the directive ia to be reproduced directly from standard typing, the ssme margina as for a naval

tatter apply. If, howw’er, the text is to be act by any other mmss, and perhaps photcrgraphicaUy reduced

in sise, the top, bottom, and outside margins, inchsdhrgheadings, page numbers, etc., should be from 1/2”

to 3/4” bcfora trimming, and the !rsaidc margin from 1“ to 1-1/4” before trimming. The page number is

rs.walfy centcrcd at the bottom of the paga on the third line below the last line of a full page of the text.

When the page of text is not a full page, the page number remains in the same position (on the fourth line

from the bottom of the page).

DirccIives containing acr+rity cktificd information shall be appropriately classified and marked, as

prcacribcd by OPNAVINST 551O.F2, Department of the Navy Security Manual for Chusifii Information,

and as foUowa:

Typed in capitala twice and marked twice.

Typed in capitak and marked at the top and bottom of the page, all ending flush with the outside margin.

CYasificd directives ahaU carry automatic time-phased downgrading or dcclaaaification information, in

aocordrm=, with provti]ons of OPNAVINS? 550D.40B, Automatic, Time-Phaacd Downgrading and

Dmlaaaifiition System. proper markings shalt be +own in a promirwnt place on each separate part
(dimctivc and enclosure), with the special notation that applies to ita contents

A change tranamittaJ to a classified directive shall be claasifrcd or unclaaaified according to its own

content, regardkaa of the’ cla@kation of the basic directive.

The cancellation date of each notice shall be
indicated in the upper right margin of the fwst

page, on the second line above the identification

symbols or the “in reply refer to” caption, u

follows:

a. If the cancellation date is for record

purpocq with i contingent provti)on, the abbre-

viations Tam rrp:”, with the abbreviation of the

month (normally the M day), and the last two

digits of the year of the record purposes cmncclla-

tion. Example: ‘Cane frp: Jan 70”. In such cases,

the cancellation paragraph (last paragraph of the (R
notice) u included, in order to apccify the

contingency. This paragraph shall be headed,

“cancellation contingency” and in such cases, the
mntingency is stated and the “cane frp:” date is

not rewated.

b. If the noticz. ia canceled Ori. a given date,

with no contingency, the casml! ation date is

shown ar above, prefixed only by the abbre-

viation Yanc:”. Example: .’Canc: Jun 70”. Jn

such c-mcs, there is no cancellation paragraph.
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TMtt.E 1- PREPARATION OF LE17ER.7YpE otmclws (CON.)

ITEM

5. lDEN’IIFICATfONSYMBOLS

b. Chtfssuatiosr Pajp

(1) “JdenttflcotionSyrrrboLV

(2) Oartfbrrr Subheading

c. -m
(1) fhAage C7ronge

(2) Revised First &e

d. ~mrrted

noaiaOOtatty

6. DESIGNATION

a. ~ Auttsdty

Jdm*tkm

b. m~
‘c. ~fioat

R) (1) Ardtiriorr of Ckasa@atbr

IN=RUCTION ‘ I NoTacE

bted at the top right mmer, beginning on the line below tJse M Urre of the kttcrttad, arc: (1) T&

~bn abb~tion; i.e., the abbre.iatiOn of. the issuingauthority,aausedin the designationtine,
foflowed without a spacs by the abbreviation, “INST” m “NOTE”, as appropriate, and foitowed, after a

SW=, by the alphabetic prefm (for security cla.ssifi=stion), when appiicsble; by the sssbjact ictsmtitiisicm
nurrrk, iractuding mrr~cutive number (for instructions), and alphabetic auffrx (for FwiaiOn indicatioca)

(Note: If the directive deaigmtion abbreviation overlaps the last fins of the Iettarhcad, it $tottkt eittrez tvc

typed Ori the second fine below the @t tine .of the letterhead, or divided into two lima, broken after

“INST” or ‘“NOTIY); (2) drafter’s code or other identification, if employed focaUy (mainatirrg (dsaft@

●tborit y identifrc-stion must be ahown on all SECNAV directives); and (3) date of signature. Im&uctkm

asvd notices are dMrr@taed afao by the presence or absence of caaaccutive nrmvban Serial numbua are

squid on ciaaaifii diictivaa, located on the line above the date. On a change tnnssnitrxl us

Wfwfemmt, tie abb=fition. ‘~H” or ““SUP”, ss approptite, and a comemti.a cfsangc or auppkmcstt
mrrrrk, am added to the designation abbreviation line; e.g., ‘“SECNAVINST 2700.2 CJi-t”.

The same idamtifrrtion symbols ua&i on the fir page ass kacsted at ti top owfaide naargim, except that

ttsc originator’s (drafter’a) ideratitkation is omitted.

The fuff outfirre subheading may be ahown on the Ur,ird ad aucccoding ~ if the main pamg@r

(uauaUy numbered with an Arabic numeral) begins more than owe page before. The indication may w ‘

mmbirved with the fuat subhead on the page; or, it may be at the top of any ssch page (e.g., (12d3)(b),

con.)), after which the text begins on the second line below.

When a chacrgc k being made .to only one page (one aide of a ahoct) in issdsrg a ~ ~. the ~

banawdttaJ number and ita dite are ahown only on the aide which cocrtairn tba ~. Exarnpk:

“SECNAVINST SeXN1.2S CM]

26 Jan 1970

lTse unctaa&d aide retains tke same identification ss when previraualy &ad.

‘&aI a revised fmt page of a directive is issued aa a page rcptaccmertt, tJse date of tbe ~, e.g., TN-J

of 26 Jan t975Y, abalf be ahown in the upper right mrner of USCpage, two aparcwaabove tbc idcatif--tiors

symbols of the traaic directive. Exampte: ‘tH-l of 26 Jan1970

SECNAVINST 5000.26

OP.(J9B

21 April 1969”

Uaaalfy, identifiition symbols arc placed in the sacrre position that tbcy w6aaJrf ocaxrpy if the ~ weea

paisrtect valicdy. If this premrts layout prublcma or problems of ~msmt, Use iderrtiticatioo aysrrbofa

rrmy be *=6 paraUat to the text, at the top right margin.

Each dbcdive ahalf ~ identified aa foUows on the designationW.

TJse.fti segmentof the directive designation is the authorized or -Y accepted ●bbrswiatiorr for tba

~ authrnty; e.g., dirc+ea iasccsd by USC secretary of the Navy am kkmdfaa ss Y3MNAV”

dkcctivu The abbreviated Incation of tJre issuing authority abaff be irrctrsdcd in tbe daaigrra&ar fine wtus

thass arc rhorc thsat the one activity of the type involved. Examples “FWC PEAW; “NBC OAK”; “HAS

J-.

“fNSfTtUCllON or “NOTICE,” aa appropriate, foUows the abbrcviti of Use imrrbsg aofbosily.

Tbe dcgme of security ck@itication is indicated alphabetically on -A amfkterrtial or -t dirmtivc, by

prefiing the specitied ktter to the subject number; i.e., ‘t” for mnftientid and W’ for -t. fTop

ssxmt material is excluded from issuance in the directives system.) (Note: Do not issue ● chatw to a

directive rrvcrely to convert the former symbols (zeros) to these letter symbof.t) Howew, refcawraas to

directives which bear Ae zero(es) pretix(es) ahodd use the “C” sod “S”, SIUSOU* tbe d~ os any

PC8U thereof, have not been changed.”

..



ITEM

(2) Subject or Code Number

(a) Source

(b) Guidelines

~ Fwpose of the Directive

~. Rebzted Directives

~. Equally Applicable

(3) Ckreswtve Numbers

(a) Gcneml

(b) Identifying Revisions

(c) Chrfrhsing Instructlotss

SECNAVINST 5215.lC
14 April 1970

TABLE 1- PREPARATION OF LE71ER-TYPE DIRECTIVES ICON.)

INSTRUCTION
I

NoTtcE

1
.

Each imtmction and notice issued shsll be assigned a standard subject identifkatimr code number from

SECNAVINST521O.1L4,Departmentof theNavyStandasdSubjectIdentificationCcdss.

The subject identification code should reflect the most important subject covered in the d~ctive. The

following are some guidelines for determining the appropriate subject identification code to be assigned:

Consider the puspoae and general significance of the directive, rather than the functional seaprmsibtities of

the issuing authority,

Select the subject number that will best keep together the related directiveion a given subject. Rcferably,

select the one designating the most specific or concrete subject “matter (i.e., a defiiite “thing,” such as

pumps, freight, water supply, or tools). However, select the one designating the general or an abstract

subject (i.e., a procesv or action, such as procurement, transportation, maintenance, or inventory control)

when the directive relates only to such a function, or when the action coves’s more than one concrete or

specific action subject.

When two or more subject numbers appear equally applicable, select the number withio themqjorsubject
group t$at relates to the purpose of the directive.

A ~nsecutive number, preceded by a period, is

added to the subject identification number O( an

instruction by the directives control point or other

designated unit. It ia not assigned to a notice or

subject cross-reference sheet. The isssdng authority

-S the ,number in numerical ~uence to each
instruction he issues under the same subject

identification number, regardless of the security

dassikation of the individual instruction. Consec-

utive numbers assigned to instructions which fater

am canceled, am notreused.

A revised instruction shaff retain the same subject

identification number and the same consecutive

number aa the instruction it supersedes, with the

addition of a suffii capihi Iettez (the fssat revi.
sion “A”, the second ‘“B”, etc.) immediately

following the consecutive number. The alphabetic

ayftlsea “I” for the ninth revision and “0 for the

fifteenth revision wifi not ,se us6d. (Since the

csncdlation pasagmph specifies the directive being

canceled or supemded, it witi be apparent to

recipients that, in these cases, the “I” or “0” was

notused,)

ASS instruction that mmbmes and auperscdea two

or more previous instructions bearing the same

subject number shouid be assigned the mrrsecutive

number of therancekrfdisective relating moat

closely to the new one, or that having the lowest

consecutive number. An afphabeticd srsffii d=ig-

mstion is ●ssigned, to indicate revision.

.

(A

Each change transmittal is identified in the dcsigrsatimr Iisvs of the transmittal by the name sr&sber as the

direaive it. changes (and, in the csac of notices, the date), Plus m assigned change transmittalnumbcs
added to the identifkxrtion; e.g., ‘“SECNAV INSTRUCTION 52iS.2J CHANGE TRANSMITTAL i“ or

4’OPNAV NOTICE 5000 OF 2 DEC i969 CHANGE TR4NSMTTAL ~ If twolinesatere+ircdfos the

(R
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TABLE 1- PREPARATION OF LETTER-TYPE DIRECTIVES (CON.)

ITEM

R) (d) Idertrifybsa? ChonSe

?hnrmUtals (Cnntbrued)

A)

A)

R)

(.) Identtfyhrg
Supplements

A), 7. ‘“FROM’” LINE

R) 8. “TO” LINE

9. SUBJSCT

a. Cenuaf

R) b, Clad&d Diractinm

c. ClaaccgeTrmsanaittatE

10. REFERENCE LINE(S)

a. General

A)

INSTRUCTION NOTICE

I
designation, the designation line is broken on a c@ge transmittal to a not]ce after the date, and on a

change transmittal to an instruction after the instruction number, and undemcorcd only once, under the

second line of the designation, with the underscore extended the length of the longer of the two lines.

Examples:

COMAL~KAN5EAFR0N NOTICE IIOrM OF 2 DEC 1969

CHANGE TRANSMITTAL I

COMSEVENTEEN INSTRUCTION IOODO.123

CHANGE TRANSMITTAL 2

A separate series of conaccutive numbers shall bc assigned to the changes. to asch individual directive,

S’GSSEJ~eSSof whether the ~~c dkective or an encloswe iS chansed. When the t%at page of a directiveis
revised and a page replacement icaued, the designation line of the new paEe is the same as that of the psga

being replaced.

A supplement is aiaiicd the same number as the instruction it modifies, plus the abbreviation Y$U~ and

a consecutive Arabic number. Example: “SECNAVINST 6320.8C SUP-1”.

The title of the issuing authority is ahown on the “from” line. In joint directives, titles arc typed in list

form. The “from” line may be omitted on directives where the full title of the iming authority is

othcswiac self-evident, being contained in the letterhead.

Addrcaarzs shall bc ahown on the “to” line by individual titles, coUective titles, or descriptive titles. lf

none of thcac titles is appropriate and a distribution Iiat is used, the words “distribution list” chaff not bc

shown in the “to” lime. In this event, the “’to” line shall be omitted, and the addressees shall trc identified
under Use ‘“distribution” lie f.oliowirrg the signature When collective or dcacriptive tittes arc used in the

%“ lime, and also when it is necessary to indicate the number of copies to be distributed, the addreaecce

shall be additionally identified under the ‘“distribution” line. When newly established commands are

covered by a desc tivc title in the “’to” line, it should bc understood that they arc automaticatty covcrcd,
T

even though they could not be specifically included under the “distribution” line. The ‘“to” line may be

omitted also on internal directives where addressees are otherwise self-evident.

The same procedure uacd for a naval Ietter is followed.

Regardless of the overall classification of a directive, the drafter shall aasigrr to it a subject which is

unclassified or of a lower ckaifi.+tion, whenever consistent with security and da.rity. In all cSaaaificd

directives, how :ver. the initial letter of the ciasitiration assigned to the subject standing alone, or of

“unclassified shall be indicated in parentheses immcdisteIy following the subject: “(U)”, “(C)”, or

“(S)”.

Only the subject of the basic duective being changed and any letter nececssry to specify the security

designation of the subject shall be shown on the subject line,

Documenla which will significantly facilitate the understanding of a directive, and are in the hands of

addrcaaccs, shall bc listed in the rcferencc line(s). When it becomes desirable to reference a document not

addressed to all who arc to receive the directive being prepared, the abbreviation “NOTAU’ shall bc

shown in parentheses.

Listing as a rcfercricc a directive that is being cancclcd or $wcjiously has been’canszled should bc avoided.

This may be done, however, if it is neceassry to diacuas such a document in the text, and if such listing will

facilitate that discussion. When Iistcd, the refercncc chaU be concluded with “(canceled hereby)” or

“(canccdcd (date of carrccllatimr)),’” as applicable. So Iiatintr the disectivc being cmxeled does not satisfy

the requirement for a cancellation paragraph. Directives which have been canceled arc no Ionges stocked

for distribution, and copies thereof should not bc requested.

,
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TABLE 1- PREPARATION OF LEITER.TVPE DIRECTIVES (CON.)

—
I mm

b. D&ccthwFrom

~ Autboaity

c. atkts Dkectivex

(1) Iartmcttom

(s) Revbcd Inrtrwtkwr

(b) Starraaof lrrstncctlorr

(c) Spcclffc FrOvirton

(d) SuP@uoraa WordirrS

(2)NOtlcra

1 I. ENCLOSURE(S)

●✎ EaKlaMe Uclaw

b. Idarrtlfldmr

INSTRUCTION 1“ Norms

When an issuing authority determinca that i! is nccaaaa.. to impkment further a directive ftmrr hishet

authority, he should, wherever practicable, w the baxic directive only at a refercrrcc, provided the baxk

directive was distributed to the addr~s of his dicective,

When a directive ia rcfererrccd” in another dwument, information ahordd. be adequate to artcurc accurate

identification.

For an instruction, the” citation shall include the identification of the imciu sulhorklY, thx ●bbreviation

“lNST,” the tibject idencifiition number, and the conxacutive number. For exxmpk: W3ECNAVINST

521S.IC.” The date U“ not required unkae it will bc uacful to the reader. The subject xhould be Ircdkatad

when it, ix substantially different frbm the directive at hand, mid ix not clearly indicated in the text. Citing

the subject is not required when it is the axme as the rcferencins document.
,,

If a rcvkcd inatmction ix being referenced, .thc Iatcat auffbt kttcr thcruld bc ahown (e.s., ““SECNAVINm

521S.IC”).

Regardkac of how an instruction i! cited, it is the rcsporraibitity of the uxcr to ~rtxkr the prewnt status

of an instruction under the ‘%ystem. The citing of the latest rcviaion of an inatmction in the referencing

document at the time of its publication dcrcs nol ensure ita umtinued currency.

Whccr a directive cites an icutruction md the rcfcrenccd in$tmction is aupcmdcd by a revidma, the original

citation automaticdy becomes applicable to the revision, to the extent ●pplicable within the amtenta of

the revision, unksc there u a spccitic prcwiximr to the contrary. (The dtalion of a directive dm not

become obankte merely bccauae a revision has been ismred, and no chansc to a chins directive wlff b@

kaucd merely to update .+uch a mfercnce.)

T“tis such aa “current edition,’” “ tatcst ‘edition,” and “’acrics” have no foundation in logic, are ccdmrdarrt,
and therefore should not trc used.

A notice citation shatl include the identification of the iaxuins authority, thetbbrwiatimr ‘“NO’lZ,” the
aubjcct identification’ number, and, sin= noticca do not carry conaccutive numbc~ the date.Thenrbject
should ha indicated when it is substantially different from the directive M hand, and h not ckxrly

indicated in the text. Citing the subject is not required when it u the same as thereferwtclrcsdocwnrcnt.

Ty@ tW lines LWIOW the prccedirrg line of typing, beginning at the kft marsin, CJCh ~nc~m nO~tlOn,

beginning .on a new line. Numbered (l), (2), (3), etc., and described. Note: When a brief sheet ix attached

to a directive &how contents arc being briefed, the encloaurc line shall clearly indicate ita =parate ktcntity

by come such wording as: “’Brief Sheet’(Detach; post.on bulletin board, as indicated; thm d~troy).”’

The abbreviated d~ctive identification aymbcd and “the date of the directive that u aaaociated with the”

enclosure are placed at the top outside margin of the enclosure, in the xame manner as on the continuation

ahccts of the directive.” The word “endosurc” and ita numbar (e.g., “Enctosure (1),”) -. P~ced .at the

bottom outside margin of each pasc. When the text rum horizontally on the pasc, the endoxurc

identification may be made to run paralkl to the text, and i{ sn, wifl bc placed in the Iowcr risht margin.

When a preprinted or other multiple-page document is an encloxure to a directive, only the m or tfta

frat page need bc w Iabckd. .,

When it is known that an encl&ure will or may be used Win ac an ‘original or encloaurc toa future

document, and marking it ax an enctoaure thuc would dcfacc it for such future W, the encknarcx

designation and other identification (directive number and date) may bc omitted.

The enckaure dcaignation may bc omitted from such documents as machine rum, where ●fflxira# it would

bc impractical.

When directive/encloeure identifications arc nnt affwed to the encloxurc itself, ● coves PXSC with proper

identifications xhould be attachad to each encloaurc, if practical.

Although directions for removing obanlete w superseded paces, *nd for insxting PXSCS, arc included in a

change trxnxmittal, the pasts are not I.cbelcd as enclosures to the transmittal.

(R

(it

(A .

(A

(A

(A

(A

(A

(A

(A ‘
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SE~AVTNST 52!5.lC
14 APril 1970

TABLE 1- PREPARATION OF LEITER-TYPE DIRECTIVES (CDk,

A)

A)

A)

A)

R)

R)

A)

A)

ITc?M

c. f4aksiw Dkwcthu

12. TSXf

a. hqpfr TiiJaa

b, Parqraph Saqaaaaacc

(1) RarpDsa timph

(2) Asnrgreph GvrceM?

Other L3irecthws, Reports,
curd Forma

(3) Report(s) arrdjor
Forrrdd l+qgnsph

(a) Special Requlrwraents
for F-

INSKRUCTION I Noncf
When an ixauing authority determima that it u mcaaawy to rciaaua ● dkcctive from !ti@at autltdty, be

MSY usc the basic directive m an encloxurc when the pertinent parts O( the bxaic disedw are tectmiaf xrd
difficult to restate, or too lengthy to quole, xsrd were not distributed to sddresawcs of tha new dircctiva. In

such casoa, fmrtitina of USCenclosure nmmatly should not & quo;ad or reputed in tha covari~ dkra$tti.

Paragraphs shall be numbered and Iettcrcd aa indicated h’ exhibits I through 4. Urrderliicat tkkx, with tha

initial letters of the fmt ●nd main words ~pitalised, shall be uesaf for all major pa~pha; they may be

ud for subpamgrapha. The heading is followed by s period if the text fofkws iasamcdiately. If the

hasding stands done, normally foUowed by a blank line, the @ad u omitted.

Paragraph atquence is as appropriate, except 1s follows

The fmt paragraph xhatt state the purfxm of the directive, inchrdkcs, when vtwopfiate. the ed
appticab~ity and nsturc of ths action requirad. A complete asntmcc u not rquimd. The tlrat portion of

the purpoaa paragraph of m rewiacd inatructim statxx the purpose of the Ass, and trot of the particnht

revision. (See paragraph 12c(3)(a) for indicating the PUKPOXCof a partkular txvfdon.) Whamvar tha putpoac

is ckarly evident in a brief subject line, and the dircctlve, kxa the distributionMat, it no mote than

approximately one page long, the purpoac paragraph may be omitted.

The second psragraph shafi contain the statement(a) of cancefkticm, or supcmaion, when the directive

mw.efa another discctivds) or other dccummt(s). If the Purf=a famsraph is omitted in a thort dlaadvo’

( 12b( 1), akye), the flit pmmph ahoyid in~ude th= ~@uatiOn s~tcmenta. A Wm@ete amtaaa= b
not required.

Whens directive cancefs mrotlies directive or document which mquireas report or form, the report symbol

of the mncclcd report and the form numbar of the cancakd form wUI bc indicated Iat the ancoflatlm
wwwh.

I

.1If the mk p+srposa of● noticeiato and ●mtbar ,.
doccammrt(s), the casscettatfmr atateaaaent may be
made in the Purprsac parauaph.

An instruction u canceled by another iraatsuction Or a notice.

Each subject cross-rwfemwce sheet issued for a dirxctive shall bc cancckd specifdfy by the same
document by wh~ the directive is cancekd. Directives shalt be cwncefed aa soon aa they have * thsh

pur-poet.

When a directive requires a repoti UK the use of a form, awn the@ Use ~ukement CKSXYa-

ekewhcre in the text, the report symbol, form number, msd titk of the repori or form afufl h idmtifkd

in the last paragraph of the instruction or notice, untcsa the notice has a caraceflatim parasraph, kr whkah

use the information is placedin the next.to-laat pamgcaph.

When forms are preacribcd, thk paragraph shall slat. when ●sd whcrs the forma may bc obtained, acad

how information should be submitted if submission is required prior to availability of formx Iaurksw

authorities are encouraged to pcuvide a filed-in sample foam to ilfuatratc Ihc action required, if the fssrsasis

complex or if such witl bc hrrlpfuI to the uxcr. When a flllcd-i.n form is provided it shall be identikf u ●

“’Sample.”

When a form is not rsadily available to addreaaaes, ●nd if seeing the bisnk form u desirable, ● copy may be

furnished with ths directive. The word %anpk” u not required on blank forma.

An originator of a directive requiring tha uss of a form wifl furnish that fmm to tha add— Whmtha

uscra of the form will mquirs grrater quantities than iraitislly distributed (i.e., aa an encfaqaare to the

directive), the originator witt detcrrni~ the rraed for, sponsor, and cmurc the timely availability of tha

form through normal supply channels. Originators sequiriaag ●ctivitica to use such forms ahaU not m@ira

activkies to regularly produce them locally at their own expcnae.



------ . ....-— .- ._. -

TASLE 1- PREPARATION OF LEITER-TVPE DIRECTIVES (CON.)

ITEM

(b) Due Dotes

(4) Self4rrcedirg (Expimtfon)
Ravistona

(a) Charrge Tmrrsmittak

(b) Notices

c. SfrecialRoisiona

(1) Upgmdingor Dowrrgmding
Change Tmnsmlttak

(2) Retssrdng Directives

(3) Indicating Changes

(a) Revised Directive or
Change Trmrsmitlat

SECNAVINS”r5215
14 April 1970

IN8TRIJI+ION NOTICE

I
When deadlines or due dates for the submission of reports or data are reqwred, they shall be included in

the same pamgmph with the reporting requirement, unless included in a separate paragraph on submission

dates. A reasonable length of time for directive processing, printing, and distribution, and for action

addressees to review and comply with a directive, shall be allowed.

The last paragraph of each chsnge transmittal dud] state that the transmittal is canceled after appropriate

action hss been tsken, but no specifk cancellation date is given. A complete sartence is not required.

If the exact length of time the notice needs to

rsmain in effect bannnt be determined at the time

of issuance (e.g., cancellation is contingent on

completion of specified actions, or on

incorporation of the information into another
document), the cancellation date is “for record

purposes,” When such is the case, the cancellation

date for record purposes is shown in the upper

right corner of the Cust page, and the contingent

provision in the last paragraph of the notice. A

complete smtence is not required. CanceUation of

a notice for record purposes shall not serve to

relieve an addressee of a responsibility assigned

therein because hc was unable to meet the

anticipated earlier due date (e.g., the submission

of a one-time report). It does, however, terminate

an assignment, the continuation of which is
contingent upon additional promulgation by the

issuing authority, untit such action has been taken

(e.g., reisauance in an instruction or appropriate

manual). If there is no condition to the cancel-

lation provision, there, is no cancellation

paragaph. The cancellation date is always the Iast

day of a month, except when such date would

create an administrative problem.

When a change tmnsrrrittal contains or transmits information of a higher classification than that of the

beaic directive, it ahafl include spati]c instructions for upgrading the basic directive, including prefixing

the appropriate letter (’l?’ for confidential and “S for secret) to the subject identification num her. When

a change transmittal to a classified directive is unclassified or is given a lower classification than the

d~ctive it modifies, it is marked unclassified or given a lower claasificstion, based on the nature of its

own cootents.

A subordinate command shaft not reissue a directive, as contrasted with further distributing the original

directive, except when additional or significant information is required (e.g., when it is necessary to

delegate responsibilities md issue interml instructions for sccompliahing them, to select procedural

methods to be used when aftemative methods are permitted, or to interpret policy when interpretation is

perrniaaive). However, when it is detemrined by arr issuing authority that it is necessary to reissue a

directive fmm higher authority, the basic d-tive or pertinent portions thereof may be quoted in the text

of the new directive or be included as an enclosure.

Where practicable, provide irr the “purpose” paragraph, a separate paragraph, or a subparagraph, a

summary of the change(s) which made the revision or change transmittal necessary. Only major changes to

policy, proeeduras, rasparsibility aaaigrrments, reporting requirements, and like matters of substance are to

be summarized. Changes made to improve readability, update background infonnatiom and the like,

tilch dO not affect the substance of the directive, need not be summarized, but should be marked in the
text, as provided in the following subpsr-agraph.

lc

[R

(R

(A

(R

(A

(R

(R

(A
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SECNAVINSTS215.lCCH-1
7Jan1971

TABLE 1- PREPARATION OF LETTER-TYPE DIRECTIVES (CON.)

ITEM

( 12c(3)(b)) Markings on
Revued Page

13. SIGNATURE

a. Location

R) b. Requirements

14. DISTRfBUTION

a. Selecting Addressees

b. Selection Review

c. Naval Shore Activities

d. Marine Corps Field

Activities

(1) SECNA V Directives

(2) Washington Headquarters
Organizations

INSTRUCTION NOTICE

,
Each revised page should be marked, as practicable, to indicate where substantive changes have been made,

to obviate the necessity of the reader’s making a detailed comparison with the previous version. A

significant change of a word or short phrase may be indicated by an appropriate symbol in the outside

page margin opposite the change. Where a paragraph or larger sechon has been revised extensively and the

indication of all individual changes is not feasible, or it is desired to indicate mOre accurately a, change

which has been made, the’ symbol, or symbols in ‘pairs or groups, suitably enclosed in’ parentheses or

brackets, may be placed within the text (within a sentence, in lieu”of a sentence or paragraph, etc.): The

symbol normally employed is an asterisk .(*). Where it is desired to show the specific nature O! the

revision, however; capital letters may be used instead, as follows: “A” for “addition, ” “D” for “deletion,”

and “R for “revision or change. ” When placed in the margin (tight side on odd numbered pages and left

side on even numbered pages of single-column format, and in the left or tight margins where changes occur

in two-column format), each such lett~r will be accompanied by an appropriate parenthesis Or bracket.

(Examples: “A)”; ‘“(R”; etc.)

The signature and related infornration (i.e., name, and title or “BY direction,’: as authorised) begins at, or

approximately at, tie hO~ont~l center Of the page ‘on directives issued by a single issuing autborit y. See
table 11 for signature requirements on joint directives.

Signature requirements are the same as. those specified for naval corimpondence’ in SECNAVINST

5216.5A, Department of the Navy ’Comespondence Manual, except that directives addressed to all ships

and stations or SNDL, parts I and 2 (both “action” and “information” copies) shall be signed by: the
,,

Secretary of the Navy or one of his civilian-executive assistants; the chief official of a Department of the

Navy Staff Office; anyofficer of three- or four-star rank assigned in a duty status to a Washington

headquarters organization; or, provided. that he is of flag rank, the chief official of a Washington head-

quarters organization or major OPNAV component, as authorized by the Chief of Naval Operations. When

the signature page of a directive is revised, the changes made should include a new signature if the original

signing official is no longer an appropriate signing official for the particular directive.

Distribution aball be ba~d on “need to act”, and “need to know. ” Tbe foUowing should be considered:

The purpose and. subject content of the directive, and the distribution made of related directives or any

.

document listed for. canceUation.

Tfre organizational aspects of the directive, such as the ,mission and functions covered, who performs or is

concerned with the functions, and supemisory and command relationships involved.

The drafter of a directive has the prirrrary responsibility ror determining to whom it is applicable, and for

ensurirrg ‘that the distribution list inaccurate in all respects,

Each issuing authority shall require a minimum of three reviewa of the distribution list of each directive,

prior to its being issued by him or on tds behalf (i.e., by the writer of the directive, the directives control

point, and the signing official or. his immediate staff), with positive, separate indications of the affirmative

results of the fiust two of these reviews to be noted on tbe master file copY of the directive. In additiori,

continuing or frequent postaudits of distribution lists should be made by the management analysis staff

or other designated unit, and appropriate remedial measures ~aken.

When a directive is addressed to shore activities. special. consideration should be given to including in the

“copy to” distribution, on the basis of interest or need to know, every senior official in the command -

lines involved.

Directives proposed [or distribution to Marine Corps field activities (less tho~ pertaining only to Navy
personnel) shall be coordinated with the Commandant of the Mariire Corps (ABP). for advice as tO M~ine

Corps applicability, and for distribution designation, as follows:

The Commandant of the Marine Corps shall clesignate any dktribution required, in addition to that

included in, the Standard Navy Distribution List (SNDL), parts 1 and 2.

The Commandant of the Marine Corps shall advise as to Marine Corps applicability, and shall specify any

distribution to be made to Marine Corps activities not having Navy personnel attached. The specific

16
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SECNAVINST 5215.lC
14 April 1970

TASLE 1- PREPARATION OF LETTER-TvPE”DIRECTIVES (CON.)

ITPM

(2) Warhlruton Hadqwtars

OrIWIkmtIom (Contlmaed)

(2) ErtobIiahad Requtmrcemts

(3) Char&d Dfrecttvss

~ .s?Dfatrihtbtg by Abmakl

#r Need toRetdn

{~ Addressees

(2) RepUca to Requsats for
Defstb3n

(3) CAonges fo lXrecfhwS

JbY C%anSeato Ansbkpaaald
Statiomfnatrlbutions

INSTRUCTION I NOTICE

I
Marine Corps distribution list code(i) shall be ahown under the “distribution” line of meh Waahinaton

hmdqoarters orgarriration directive addressed to Marine Corps ftdd activitiaa(other than thoca part&ng

to Na~ peeaonrrel), In addition to this specific designation, a statement regarding the extant or kind of

brrplementation action required by Marine Corps activities should be included in the text when needed to

clmify Marine Corps action.

Supplemen~” distribution information (i.e., SNDL codes, special list codes, or number of copies to be

distributed, when required), is ahown under this caption. Codes are Wad ftrat in numerical and then in

a.lphsbsticd aequerrce, except thst SNDL A and B, when uacd, are listed flrat. SNDL codes ptecede

non-SNDL codes. The titles, short titles, or other commonly ●ccepted ●bbreviations may be addsd in

parerrthetm after the code where it u paaticutarly x@dfiart or decirablo. In determining the daairabfklty In

adding the titles, chort tittos, or. abbreviation, conaldaration should be given to whether their inclusion

will require the printing or collation of additional PIgaa. Parta of tktlea or w&es may be addrasmd when

only mrtsin activities of a collective or deacript &e title of sn SNDL code are to be addrernd, Exclude

tlrrres not requiring the directive, by using the word ““leas” or the Uriritirrg word ‘“only.” (Vertical lhtfttg of

addreaams or hat codes is preferred. Verticsl tistirtg, amangad in more than one mlumn, ii parmlacibla.

However, psragrsph listing should bs used when it wifl obviateanadditional pa@(E).) If there u more than

one activity with the asme title, so that the title done is not distinctive, the mail ●ddreaa or auftldant

portion thereofis included with the title. Exampl@ NAS (the activity title), Dstfas (the maikfng addsaca);

NAS, Atlsnts (the activity title; the msiling address, Marietta, is not needed, since the full actMty title is

distinctive).

{,~ ,-mL, ,-& Tk?u
Normdty, the issuing authority slid furnish each addressee.~ rr+of. two mpies of each dire&ive
distributed: one for his msater set snd one for his action (or information) offloe.

The number of copies to be distributed need not be shown when an eatsbliahed atandad or special

distribution list is used and it is not nemssary to increaaa or decrease the eatabfiahed quantities. ‘lltaaa lists

(e.g., all ships and ststions lists) already indicate quantity ruquiramenb for each addrasaae.

in order to lessen accountability snd mntrol worklosd, and the poasibikity of compromiaa end Ioat, the

issuing authority shsll distribute a minimum number of copies of confidential and secret dirmtivea.

(R

(A

(A

m.-

Each addreasec of a directive is permitted to exercise MS own judgment ss to whether he nmds to retain (A

the directive in Me, snd administrative inspection lists shall tske recognition of this dkretion, pnwidcd

thst appropriate higher authority may publish lists of directives which must be held. Float commanders in

chief src encouraged to institute “must hold” lists for their type commands.

In order to sssist issuing authorities in rcatricting distribution lists to those who %eod to know,” the (R

foUoting procedure is suggested:

If a directive hss a selected distribution list (is not addressed to all ships and ststiorra), an addraame is (A

encorarsgcd to usc OPNAV form 5210/41, Records (Paperwork) Managcrnent Improvement Racommond&

tion, or a Irnndvmitten or stamped endorsement on a mpy of the directive being questioned, to auggcst to

the issuing authorit~that hc ba deleted frqm future revisions srrd chsngee to that directive..

No replies to quests for deletion from distribution lists& required, unless the deletion is questioned. (A

Changes to directives shsll not be issued solely to mcdify distribution lists. (A

,.
An addressee wishing, to chsngc his all ships and stationa distribution requirement should submit a IWW=l (A

for change to the
,,.

~ [/+ f ~-~ 0 F @ ‘-AL aP.=@~~oAM

(&. &j23J%
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SECNAVINST 5215.lC
14 April 1970

TASLE 1- PREPARATION OF LETTER-TYPE DIRECTIVES (CON.)

flu

jL14?cfaawsa toAlfsbipaasad
statlmmDfatrhtfms (Cmatinucsf)

A) k. SJUYE= Dktsibutim Lb

1S: INFORMATION COPIES

L. Idcoufkatfrsat

b. Qmralfty

R) o. titiwatcsthc

OpsntlssJ Fom

A) d. lm@aanasatatioar by

Sssbadbta COmmada

R) 16. SIUXfNG INFORMATION

R) 17. D~R’S IDSNTIPICATION

R) 1S. PAGE NUMBERS

W. CROSS REPERENCE

lNtalfrucTloN NOTICE

,
The all ships and stations distribution ia a special, ftxcdqurmtity distribution list oriented to the repetitive

dis~butims of a single issuance by means of a wceldy trarrsmittal sheet. Accordingly, the quantity

amounts cannot be altered to accmramodate special requirements for certain items. ~

It is not nc~, in: most instances, to repeat the entire distribution list om an unclaa$ified change

emssrraittai when the change is issued to a directive with a long distribution list. Instead, “hsme as bask

directive” shordd be used foUowing the word “Distribution” on the change transmittal. (One CJJPYof the

basic diractive should be furnished to the distribution activity, to accomplish mailing of tly change, and

two copies should be furnished to the directives control point, for (1) the master binder, and (2) the

oflicial case ffle.) The issuing authority is responsible for ensuring that the distribution list furnished the

distribution activity md the dimctivea control point is current, in accordan~ with the Standard Navy

Distribution List.

Information addressees are shown under the “’copy to” tine, generalfy by SNDL codes. If no codes have

been established for addressees (e.g., non-naval activities, such as other Government agencies), specific title

and, if necusary, complete address am shown.

Quantity requirements, if indicated, are typed in parentheses after the “copy to” fine if the same quantity

is sent each addressee, or after the list codes if different quantities are sent to addressees.

‘fhc Chief of Naval Operations (09Bl ) shall be included ss a “COPYto”’add=-= on=Ch di=t~e
prvparcd by Washington headquarters orgatitions and going to the operating forces, when he is not an

action addressee.

Whcsr it is. known t~t a dir~tive will require further implementation by subordinate commands,

pmapcctive addmsaccs of the irrsplementisrg direct tie should be inchaded as “’COPY to” addr-, whcmver

this distribution would contribute to efficiency and economy.

TIM designated stocfdng point, or other appropriate stocking infomsation, shall be included on each

directive, excfuding raoticcs, distributed outside the issuing organization.

The foflowing information shall be placed on afl ffle copies: Drafter’s name, organisational title or code

number, room number, building, telephone number, and date typed. Exceptions to this practice: Very

smsfl activities; cases where the origircil is to be duplicated, and equivalent identification wilt be

maintained on other documents, such as route sheets, attached to the directive; and where coded

identification of the specitlc origihtor is included in the identifkation symbols.

Pages are n.mbcrcd consecutively, beaiming with the sacmrd page.

Extra pages maulting from the inclusion of additional data in a change to a directive ahafl be numbered

with the pagenumber of the preceding page plus a small (Iowercac) ktter, as 10a, 10b, and 10c. If, as

insficatcd in the above example, three additional pages are required, the fourth paEC would be blank

(sssuming printing on both aides of the sheet), but would assume the next number (i.e., 1W) for ~n~ol

PUSPO=S. A PSES4S) added after the last page of a directive shall be numbered with the next sequential

number(s) following the last page. (Extra pages or added pages are. transmitt~ by c~nge tmnsmit~l.)

Crosreference sheets shall he prepared and distrib

uted with instructions when they will be needed by

uasra to indicate or facilitate the location of an

instruction. Recipients shall fde the sheets in the

ntaat~ binder.

locator croaa+emnce sheets shall be issued wbe.n

disocdVCd @ be rrrairtt.ahwd outside the directives

binder -use of their security claaaificaticur or

bulk..
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SECNAVINST521S.IC
14APril1970

TA8LE 1- PREPARATION OF LETTER-TYPE DIRECTIVES (CON.)

ITEM

b. Subject Cirxa-itafeaerm

S@ets

,,,, .,......
,.

,.. .’

c. Ca+lng (lodlefcrcnce
., sheets “.

20.REPSTfTIVE MINOR
CSfANcES

lrcsRucTlor4 NOTICE

Subject Cr-reference aheeta atrali be issued with

instructions when two or more subjects arc appli-

cable, or an instruction covers two or more m~or

aubjecti. that logically ahoufd not bc i.wmd as

separate instructions. The subject cross-reference

numbsr shall be shown on the lower left of the

signature pags of” the instruction being cmss-

rsferenced (e.g., CROSS REFERENCE 1001), The

cross-reference she-3.s shall not’ bs aasigned con-

ticutive numbers.

The subject cross-r-cfsrence cheeta, shall be canceled specit%dy by the issuing authority at the same time

the re.ferenc.ed instruction is cariceled.

When the same change occurs marry times throughout a directive, a singfe chmge sheet may be issued,

provided the iaauin~ authority determines that it is justified and sufficient. Such “a special change &ct

may bs justified when the w of pen changea would require excessive expenditure of personnel tti”e, or

the w of page charrgcs would be tantamount to a ‘complete reprinting. The change sheet shalt state that

the chsrrge is applicable throughout the dwtive, and that it is being iaaucd in lieu of numerorsa charrgca

The sheets ahafl be inserted by recipients at an appropriate plats at the beginning of the directive boirrg

rsviaed. They remain in effect until a revision incorporates all the changss or the basic, directive is

canceled. Ia$uan& of such special change sheets, however, should be avoided whensver pocsiblc.

.“

.

‘,

:.. ”

19



SECNAVINST5215.lC
14 April 1970

ITEM

1. NfESSAGE-tiPE

a.’ Identitiation

(1) Genera/

(2) Washington Heodqtcarterr

Organizations

b. Corsxcrstive Numhem

c. Chenges

d. CurceRslion

2. PUBLICATION-TVPE

a. Identifiition

b. Contents

c. Ctraerp

d. Brir@rrg ,htO the SyStCSSS

e. ‘I)iatributkm (Need to

Know)

(1.) lssrchrg Authorities

(2) A&fressees

(3) Replies to Requests for
Deletion

1 ABLE 2- PREPARATION OF SECIAL-lYPE DIRECTIVES

INSTRUCTION NOTICE

A mcsgc that is a directive hss additiond identification m the head of the text, consisting of the

authorized abbreviation of the issuing authority, followed by the designation “INST” for an inatswctkon

or “NOTE” for a notice, and the appropriate subject Identifkstion code,

A general message, which ccnrtsins information coming within the scope of the directives issuance tystem,

vsifl carry a directive ident~ tation numbsr, in addition to series identifiition.

Consecutive numbers shsll not be ssdgrred to mes-

sage instiuctiorrs.

Changes to messsge directives shafl be identified in the text by an appropriate change number. Exsmpl~.

SSCNAVINST 5215 CH-I or SECNAVNOTE S215 CH-I.

A message dkctive is automatically canceled 90 days following the release date, except when: (1) the text

provides fnr cartier cancellation; (2) a subsequent releaac (change) specifically extends the timr. or (3) it is

reissued in letter-type directive format. The cancdtstion pemgraph of the latter shall identify ●nd

super~de the message it replaces.

Duective idccrtificstion information and the isauancc date shall be placed on the title page or the m. u

is applicable. They need not bc shown on each page, ss is rcqulred for letter-type directims. Whcrt

separate covers or binden am used, they shall show the title, issuing ofl%e, and the directive identifkation

information, subject code number, scrd the corrsccutive (point) numbs, if applicable. The edition rJcdx-

nation and the date of issue nesd not be shown on Ihe cover, but they must be included in the Srsrrarnitlek.

The contents of a publication issued i the directives iwuarrce system shaU include the following

(1) .A locator cross.-rcfcrmscc sbect.

(2) A signed transmittal pmpamd in letter-type directive format. Diatrib.tion and stoo&g

information should be shown on the signed tmrrsmrittsl, or, if rracesssry, on a sepsrete page.

(3) A table of contents, as appropriate.

(4) A retard-okhanges page

Publication-type instructions wc cfrasyted in the mrrre manner as letter-t ypc irratructions. (See teble 1.)

Publications or manuals not in the directives isamnce system may be brought into the ayatom without

rapMtins, by icsuirrg an instruction that changes the publication number to a directive mmrbsr. The

irrstruction shaU, (1) make specific rcfsmnce in ita text to the publicdion it is bringing into the eystam, mrrt

(2) ‘tmwrrrit a locator cross-reference sheet, or provide a apace for indicating the loation of the

publication if it is likely to be maintained outside the dnctii birrder.
.,

fn order to assist orig&ators in restricting distribution lists to those wbo %ed to know,” the fotlowittg

procedure is suggested:

If a publication-type disective has a aclected distribution tist (thoac not addmaae~ to afl ehipa and stxtbrta),

iaauirrg autkraritics arc encouraged to usc OPNAV form S210/41, R&orda (Papa-work) Management

Improvement Recommendation, prcfembly bound ,with the pubticstion, and pcrfomted fm tcarirrg out by

addre~es. ,.

Addressees should utilize the form to request the i$$uing authority to delete them fmm future mvixkma

snd chsnges to the directive. ,,

No replies to requests for deletion from distribution lists sse rcquimd, unless the deletion it quastioncd.

(A

(A

(R

(A

(A

(A

(A
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TABLE 2- PREPARATION OF 9ECIAL-?YPE DIRECTIVES (CON.)

ITEM

3. JIJINT DIRECTTVES

R) a. hrtra+hy

.,

A) (1) Jtefarerrclrrg

A) (2) Geckllstlarg

A) (3) Use,

A)

b. lntermAce

INSTRUCTION
I

NOTICE

A directive issued by two or more m.mpcments of the Ocpartment ahdl be identified in one of the

follow-mg ways:

(1) Asignment of .acpamte, complete directive identitica.tion for each participating organi=tional

component (as ia done for joint intmacmice dmctives). Each of the aepamte directive identification
numbers ia ahovm on a different line aa the dcs~ation abbreviation in the identification symbols and as

the directive dcaigcmlion.

“Dea@mtion abbreviation example: BUMEDINST SOOO.1O
BUPERSINST 5000.15

Omignatism example:

BUMED INSTRUCTION 5000.10

BUPE5LS lNSTRUCf’10N 5000.1S

When, in either the directive deaigrration or the designation abbrmiation, it is necessary to break one of

the items, the second line is indented two spaces. There is only one underscore for the directiie

de~ations, extended the length of the longest Me.

(2) Aaaignment of a composite single identification, using the abbreviated identification of each

component in the idenlitication and deaigrraticm Iiia, aepamted by a diagonal line with one subject

iderrtf]cation number, including ~naccutive point num &r, where applicable. Because it wmetimcs may

be difficult to determine a component with primacy cognizance, and because each component aaaumss

continuing responsibilities concerning a joint directive, a separate series of instruction consecutive point

numberr for each combination of isrrring mmponents, unrelated to the numbers assigned to inshuctions
isarred by one of them, shall be asaigrred. When it is necmaary to break either the directive designation or

the designation abbreviation, it should bc broken after the diagonal line acpamting the abbreviation of the

issuing authorities or after the abbreviation of the second iaauing authority. Examples

cOhiAL.45msEAFRON/
COMSEVENTEENINST SOOO.1O

C0MALASL4NSE4FRON/COMSEVENTEEN-
INST 5000.10 CH-1

All refcpmcec to a joint dimctk’e should be to the complete identification symbol and designation line.

Each participating wmponcrrt should include the directive irr ita checklist.

‘Issuing authorities arc cautiared against use of the joint directive, except when ‘easentiaf to obtain

mscesaacy jurisdictional cnverage. Thisisparticularly relevant when additional duty or “doubl&hattedm

atatlimg exists. In all types of cases, consideration should be given to a regular issuance by the next haer

common superior. ‘

The signature and” related information (i.e.: name, md titk or “BY direction”) of the issuing authority

ends ffuah With the right macgin; @at of the fiiat cosigner begins at the left margin; and that of the third
participant is centered between them.

lf a joicrt directive is used by a “doublehatted” official, only one signature is requirsd, Iocatcd at the same

place as on directives from the chief official of a aingk command..!

A directive ‘heed jointly by the Navy and one or more of the other miiitary services is aaaigned a separate

designation by each of the participating services. When imued in the directives iaauance system, an

interrsrvice directive shall rarry the authorized abbreviation of the mgnizant Navy mmpmwnt in the same

reamer as other directives issued by that compmrent.

22
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TABLE 2- PREPARATIoN OF WECIAL.TWE DIRECTIVES (CON.)

IT!IN WSmXT@U
I NOTICE

d. Suppbamn~ .“ A aJpphnantIMY be“bed to ajointiotmervkchutmctkm to provide Information or procedume

@w@ to components of the ,_ent of the Navy, provided it does not alter the turns of the hadc
joint directive..

.,
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Da&n&..
complete identilicsdvm of cfungc tr~tti,

tYPcd in c.spiti midun&rh”cd, bcginn@ at M
m-n. t-

Sw=f
Subject of dirwxivebeinschuI@ u lfW#yS men

l--

h)
m

EXHIBl T U. SAMPLE CHANGE TRANSMITTAL

e DEPARTMENT OF ?l+E NAVY
Wna 0? THE M!cnErAR Y
wAEmlNaTOR. 0. c, Zolw -

s&kNWINST 5215. lC CH-1
DD-09B
I“War 1970

~ SECNAV INSTRUCTION 5215.lC S31ANGETNANSMITI%2,1

PrmO: Secretary of ttm Navy
To: All Shipn and Stations

~ SW: Oeparuml.t of the Navy Directives Issuanca syct~

Izncl: ‘ (1) Revised page10

1“+“ To trmmmlt new page 10, which revisas
proce urea for preparing a change of tranmdttal.

2. ~. ffnmovepage 10 of the basic instruction and
inwart enclosure (1).

J. LEN DOE
Under Secretary of the Navy

Distribution:
SNDL, Parta 1 and 2
MARCORPS Lists E and I

Stocked :
,,

SUPPIY and Final Dept. (514.32)
Naval Station
Washington, D.c. 20390

Nab
TbkalInplcempbdua itamp.xa&t08c~
fnmsmitsd.Ncfa to nmpk imbuctic.nfor SUU-
mmx on mmmon it-.
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EXHIBIT 8. SAMPLE MESSAGE

Wk Ide.tilkalion and rubjm.’ If this Is
Instmction w chuuc hvmni!lai. designation
muld bc u Xcc8dins.ly.

w
hs

Jmwl MIASA6WOM
..-!.. ,,-.-.,1”

. ..* ,0... r.. .“ —1 ( . . .“ 1 t 1
—“ .,.1 !...

k~ I— .. 1 Uuuu
. . . . “.-. . “ .N.L-. -,...,-,

~ SECNAV

* ALHLV

UMCLAS //UOZlbll/

SECNAVNOIL ?110 IKSSLGC DIRECTI’KS -a “

A. SECNAvIIASl 521S.lC —

3. {TEXT}

2. <TEXT}

3. {TEXT}

b
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“A

Pagi
,, ,1A -Additims (12) . . . . . . . . . . ..iii,16

seealso %wisim(s) . . . . . . . . . . ..—
Mdressees:

Listing . . . . . . . . .. . . . . .

14sedto act [14) . . . . . . . . . . .,

t4eedto lalw (14). . . . . . . . . . . .

selecting . . . . . . . . . . . . .
AiIllmil:

See Distributim
All Xps and statims:

Changes to distributim requirements (14]
Definitim (l) . . . . . . . . . . . . .
Signature requirenmts (13). . . . . , .

Asterisk . . . . . . . . . . . . . . .

B

Brief sheet:
See Mclosure (s)

BLlll$, (applies mly to Marine tXrps kiu-

Iksfinition( l).. ’........ . ..’.

c

Canceled directives:
lkfermcing (lo) . . . . . . . . . . . .

Cmcellatim(s):
auulgetrsnsmittal (12). ... o....
hsolidated list of (2) . . , . . . . ,
Massage-type directive (1) . . . . . . .
Notice (4), (12], . . . . . . . . . . .

See alsb Paragraphs
“&pitaliZiiti?iF

see L4a!ercaaevs.
Ulaniiiis) :

Entering (3) . . . . . . . . . . . . . .
Indicatim of:

“A” - additims (12). .“ , . . . . , .
“D” - deletims (12). . . . . . . . .
‘R” -revisions (lo). . . . . . . . .
Amerisk( *)’(12) . . . . . . . . . .

Joint directives (3) . . . . . . . . . .
Manuals . . . . . . . . . . . . . . .
Message-type directives (1) . . . . . . .
Page :

Definitim (l) . . . . . . . . . . . .
Lb-page(S)............’.
Revised first (5) . . . . . . .. . .
Signature (lo).........,..

Paste-in(l).......,...’. . .
Pen (l) . . . . . . . . . . . . . . . . .
Publicsticm (2). . .’, . . . . . . . . .
Publication-type directive (2)” . . . . .
Mpetitive minor (20), . . . . . . . . .
-of (12) . . . . . . . . . . . . .
.%stsae: rbcamwxistims for (S1. . . . .

Change transmittal(s): . ‘
(hsemtive unbem assi@ to” (6). . ,
Dsfinitim (l).,.,..,,..’., .
Exhibits( 4), ( 5) . . . . . . . . . . . .
Mentifying(6 )., . . . . . . . . . . .
Indicating changes in text (12). . . . .
Meling alclosures to (11). . . . . . ,
Self -cancding p~im (12). ;. . . . .

17

“H

17

17

1

::

1

12

15

3

9, ::

8

iii, 16”

iii, 16

iii , 16

16

23.

2?

1:

10
16

2.

2

2:

19, 29

1s

i

12

28, 2;

11

E

15

Page

(hange t Mnsmittal(s) (cm.):
Slsxter dist=ibutim lists (14). . . . . , 18
Subject(9). . . . . . . .’.. ._,-. . . .. .
To classified directiws (3) . . . . , .
Upgmiing or damgrdng (12). . . .,0..

Ckk2ist(s) :
Definition (l) . . . . . . . . . . . . .
Joint directives (3) . . , , , ; . . . .
hsrica2 (3) . . . . . . . . . . . . . . .

See S3SOhrh
Chief &?Je~ratims:

@pttwal of reQuests for recurring
reports fran * $fHating forces (3).

“~ to” ddressee aI directiws to
the operating forces (15). . . . . . ,

JWpcnsibilities (S), (3). . . . . . . .
Classified directive(s):

Distribution of (14) . . . . . . . . . .
Mmgrmiing md declassificatim (3) . .
Imiication of classifkatim (6) . . . .
Paragr@ mrkings (Exhibit 2) . .‘ . . .
Samples (12xMbits lad 2]...,.,.
Serial madmrs (5) . . . .. . . . . . . .
Wject (9) . . . . . . . . . . . . . . .

See also Semrity
CummG7~e Merine Gxps:

Distributicm mquirun+ (14) . . . , .

I&spmsibilities (3) . . . . . . . . . .
hwolidated list of canceled directives (2)
‘*C4QYto”:

Information ,qies, (15) . . , , . . , .
Directives to the operating forces. .
I&ntificstion . . . . . . . . . . . .
Is!p&-tatio#l by slherdinam m-

C@anti~lllllllllllllll
* also Distrilut im.—

CGrrespmdmce manual:
Directives applicaticm to (1). . . . . .
Signaarre reqairments (13). . . . . . .

‘Criteria for issuing in the systas (2) . , .
Exceptions . . . . . . . . . . . . . . .
*tidal . . . . . . . . . . . . . . . .
Stxnderd . . . . . . . . . . . . .. . . .

Cross-reference sheet. (subject or lccator):
‘. Qncelin’(12), (19) . . . . . . . . . .

Definitim (l) . . . . . . . . . . . . .
Exhibits (6and 7) . . . . . . . . . . .
Filing, . . . . . . . . . . . .
Necdfor (19) . . . . . . . . . . . . . .
Preparatial (19) . . . . . . . . . . . . .

‘Urm’lt edition”:
See Reference he (Sj—

D’

“D’’-Deletim( lo), . . . . . . . . . . . .
Se@also Rwisim

‘~~bcitian (3) . . ...’... . . . .

Allshi~and statims (l)...... .
Bulletin (l) . . . . . . . . . . . . . .
(lumgetramnitt al( l ) . . . . . . .
C2sscklist (l) . . . . . . . . .. o.. .
Cress-rsfemnce sheet (l). . . . . . . .
Directive (l) . . . . ...’..... ,.
Directives issuance system (1) . . . . .
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Definitims (cm.):
Distribution list (1). . . . . . . . . .
Instructim (l) . . . . . . . . . . . . . .
Issuing authority (l). . . . . . . . . .
Joint directive (l) . . . . . . . . . . .
Letter-type directive (1). . . . . . . .
Messge-type directive (1) . . . . . . .
Notice (l) . . . . . . . . . . . . . . .
Order (l) . . . . . . . . . . . . . . . .
Page chenge [l) . . . . . . . . . . . . .
Paste-in-change (1)$ . . . . . . . . . .
Penchange (l). d o........ . .
Preparing authority (l) . . . . . . . . .
~;~;ionjtype directive (1) . . . . .

special distr~b&& ii;t”(i):I1:II
SW NSVYdistributicmlist(SNDL)

wlk;~li:l::l:::ll:::
Washingtmhe**rs organizations

(1). . ’. . . . . . . . . . . . . . . .
Weekly transmittal sheet (l)......

Wsimetim line (6) . . . . . . . . . . . .
Direitive (s):

Citing (lo) . . . . . . . . . . . . . . .
Consolidated list of umceled (2). . . .
Definitim (l) . . . . . . . . . . . . .
Desi@tim (16) . . . . . . . . . . . .
Disposal . . . . . . . . . . . . . .
IMqrad@ and declassification (3) . .
Filing (3) . . . .. . . . . . . . . . .
Joint (l), (3) . . . . . . . . . . . . .
Letter-typ (l), (l) . . . . . . . . . .
Message-type (1], (1). . . . . . . . . .

Preparatim( l) . . . . . . . . . . . . .
Publicatim-type (1), (2). . . . . . . .

Rapisitiming( 2). . . . . . . . . . .
.$emrity clesaificatim (3). . . . . . .

Continuation page(s) (Evhibit 2). . .
First page (Exhibit 1). . . . . . . .

*ia2-type (l) . . . . . . . . . . . .
Stocldllg (z) . . . . . . . . . . . . . .

Directives comtrol point (or similar desig-
nated tit ) :

Responsibilities (3) . . . . . . . . . .
Disposing of directives (3). . . . . . . . .
Distnbut im:

Airmail (14) . . . . . . . . . . . . . .
Changes to all ships end stations (14) .
C2asngesto mdify lists (14) . . . . . .
Determining manber of ccpies (14). . . .

Classified directives . . . . . . . .
Es@blished requirmmts. . . . . . .
GemAaIrequirmemt........ .

Listing addressees (14). . . . . . . . .
Marine. Gwps field activities (14) . . .

%UW directives . . . . . . . . . .
Washingtm Imxiquarters organizations

Naval shore activities (14). . . . . . .
t+azxit oactrl) . . . . . . . . . . . .

Page

1
1
1
1

;
1
1
2
2
2
2
2
2
2

2
2

2
2

10

13
3

1;
8
9

1:’2:

1:’2;
7

2, 21
7

2:
25
7
7

4
8

s16
17
17
17
17
17
17
17
16
16
16
16

,
kedtokmw. (1), (14) . . . . . . . : .1,16,;;
t4ecdto retati (14) . . . . . . . . . . .
Publicatim-type directive (2) . . . . .
Rsplies to requests for &letion (14). . :
F&quests for deletim frcsn (14). . . . . 17
Selecting addressees (14) . . . .. . . . . . 16
Selectim retire (14). . . . . . . . . . 16
SFsmterl ists( 14). . . . . . . . . . . 18

Unclassified change transmittals. . . 18
*cial list; deftiitim of (1). . . . . 2
Standard Navy distributim list (WDL);

&finition of (l) . . . . . . . . . . . 2
Washingtm headquarters organi zat ions

copies to WPS(3) o....... . . s

Distribution (COII. ) :

See also ‘7’0” line
DeMlriw(3) . . . . . . . . . . . . . . .
Lmfter’s idmtificatim (17). . . . . . . .
kdates (12) . . . . . . . . . . . . . . .

E

Mclosure(s) (lo) . . . . . . . . . . . . . .
Brief sheet . . . . . . . . . . . . . . .
Identificatio n . . . . . . . . . . . .
IJlbeling . . . . . . . . . . . . . . . .
Line(s) . . . . . . . . . . . . . . . . .
Reissuing directives as. . . . . . . . ,

Sxh.ibits (smples):
C2tmget~ittil (4) . . . . . . . . .
(imtinuetim page of an instruction (2)
First page of an instmction (1). . . .
titer cross-reference sheet (6) . . .
Nessage (8) . . . . . . . . . . . . . .
t40tice (3) . . . ..o . . . . . ..’o .
~5;itive minor changes (trmsmittal)

.
Wjeci %;-;e;e~k k~~ t?i I I ,.

F

Filing arrmgesemts:
Cross-nsferm@ sheets (3). . . . . 1 .
Directives in general correspmdmce

files (3) . . . . . . . . . . . . . .
Instmcticms (3) . . . . . . . . . . . .
Mtices (3) . . . . . . . . . . . . . .

Folm(s) :
Canceling in cmsolidated lists (2) . .
Issuing and ordering prescribed (2) . .
ORWJ5210/41, Records (Pepemmrk) h@n-

agemmt Inprwenimt Recmsnmdation
(14), (2) . . . . . . . . . . . . .

Paragraph canceling (12). . . . . . . . . .
Paragraph requiring (12). . . . . . . .
Special requiremmts (12) . . . “. . . ..

Availability . . . . . . . . . . . .
Blank. . . . . . . . . . . . . . . .
Furnishin g . . . . . . . . . . . .
Idmtifying number . . . . . . . . .
Sa@e(filledin ).. . . . . . . .

Format:
Colmner (l) . . . . . . . . . . . . . .

‘Head-to-bed (l) . . . . . . . . . . . .
“Fran’’line( 7). . . . . . . . . . . . . .

.
L

Idmtif icatim:
Codes (6) . . . . . . ...’..... .
Drafters . . . . . . . . . . . . .
Joint directives (3). . . . . . . . . .
Publication-typ directives (2) . . . .
Sss also Standard subject idmtifica-_—

tim codes
Idmtificatim symbols (5). . . . . . . . .

Cmtinuation pages . . . . . . . . . . .
First Page. . . . . . . . . . . . . . . .
One-page change . . . . . . . . . . . .
@tlinesuMeariing . . . . . . . . . . .
Page &enge . . . ..’...... . . .
Pages printed Imrizmtally. . . . . . .
tised first page . . . . . . . . . . .

In&x :
Al@abetical subject (3). . . . . . . .

Infometim copies:
see “ccpy to”—

Pagt

9
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13, 14
13
13
14
13
14

#
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32
27
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8:

7.

7

3
7 ,.

17, 21
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14
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9
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12
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10
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Instzuctial(s) :

Cmidnin (6) . . . . . . . . . . . . .
fUmsemtve nsnbsm (6) . . . . . . . .

Definiticsl (l) . . . . . . . . . . . . ,
Esh.ibits (samples) (1), (2) . . . . . .
Filing (S) . . . . . . . . . . . . . . .
Idmtifying revisims (6) . . , , . . .
Message (1)

Issuing hthofiti:” ”””.””””’ ““”
Definiticm (l) . . .. o....... .
Idmtif icatim (atkweviation) (4) . . .
klosing a directive frm. hig)mr au-

thdty(ll) . . . . . . . . . . . . .
Referencing a directive frm higlwr au-
therit(lo).,.....,..,..

i,,Respmsiilities (3). . . . . . . . . .
Wsshingtm hedqoarters organiza-

tires (3) . . . . . . . . . . . . .

J

Joint directive(s):
- (3) . . . . . . . . . . . . . . .
Minitim( l) . . . . . . . . . . . . .
“Frim’’line( 7). . .. . . . . . . . . . .
Intersarvic8 (3) . . . . . . . ..o. .

Supplmmt (s) . . . . . . . . . . . .
Intra-Navy (3) . . . . . . . . . . . . .

Chsck.Mting. . . . . . . . . . . . .
Ititificatim . . . . . . . . . . . .
Fbsferenctig . . . . . . . . . . . . .
Signature locatim.’, .,. . . . . .
use.................

.
L

“Latast edittm”:
See Refermce line(s)

bttiiiitype directive:
Definition (l) . . . . . . . . . . . . .
ForIoat (l) . . . . . . . . . . . . . . .
Prepansticsl (l) . . ..o. .. o....
Reprolhlcti al( l ) . . . . . . . . . .
Statimezy (l)..,......,.. .

beater Cross-reference sheet :
SssI CYess-refermw sheet (subject or
— locator)

Lmnsrcase vs. capitalization(2) . . . . . .

h!

S&J&L”: ;;”;”;~:~ “ “ “
krkZi@m mvisedpages (12).... . . .
Message-type directiws (s):

(Wcdlatim( l) . . . . . . . . . . . .
(%snges (l) . . . . . . . . . . . . . . .
~tivemanbers (l). o...... .
Dsfinitim (l) . . . . . . . . . . . . .
Rhibit (8) . . . . . . . . . . . . . . .
hiennf~~tim (l) . . . . . . . . . . .

wtk”-i is~=

N

11
11

25, 2:
7

‘U
21

1
10

13

13
6

6

23
1

12
22
23

;;
22
22
22
22

;
7

;

3

9

Iii , 16

21
21
21

3:

:1
21

?&vy Rlblicatims alxl Printingservice(NPFS): ~,
Allshipsandstatims distributims (14)
-abilities (3) . . . . . . . . . . .

Nmd toact(l), (14) . . . . . . . . . . . . 1, 1:
MedtebIeu (l), (14] . . . . . . . . . ..1.16,17

“WTAL”:
See Refermce line(s)

NM-S) : .
Cancellatim date(4)....,.. . . .
Cancellatim statqmt in ~e para-

sr@@(12) ..o . . . ..$ . . ..o
(hnges to mnuals &d publicatims not

inthesystlsll (2) . . . . . . . . . . .
Definitim (l) . . . . . . . . . . . . .
Exhibit . . . . . . . . . . . . . . .
Filing (7)..........,.,.. ~.
*sage (l) . . . . . . . . .

Sxhibit(smple)8....~’lIlll
Self -cmceling (expiratim) pr@sion

(4), (12) . . . . . . . . . . . . . . . .

o

Official a file (3) . . . . . . . . . . .
Dispostig’of (3) . . . . . . . . . . . .

Operating forcss:
.Jbcuming mpomfrcul (3)...... .
See also Infonmtim wpies (2S) . . . .

tim~~f@Tes tmly to tie brps issu-

DefJitim (l) . .. . . . . . . . . . . .
CMtline subhed~g (S) . . . . . . . . ..O

P’

W -e:
Oefinitim (1) . . . .
W-page (S).....
Revised first page (5)

Pagemubezs (18). . . . .
Seealso Mbit 2..

page?i-~ti Imrizmtally
~(s) :

. . . . . . . . .

. . . . . . . . .

. . . . . . . . .

. . . . . . . . .

is::::::”:
Gnielingether directives, mpems, and

folms(12) . .. o . . . . . . . . . .
Cancellstim (12) . . . . . . . ...’. .
lUsdates (12) .. o . . . . . . . . . .
Indicatti danges (12) . . . . . . . . .

Oirect!ve or dwnge tmnmittal , , .
Markings m:

Classified directives (Shibit 2) . .
FLYvi9edpages (12) . . . . . . ..o.

‘Reissuing directives (12). . . . . . , .
mmd/erfo= (12) . . . . . . . .
SeIffmling (expirntim) prmisicm

‘.. .
~e.tMsXAIIIIIII...
Mtia . . . . . . . . . . . . . . . .

-= (12) . . . . . . . . . . . . . .
Special requirimms for fozms (12), . .
Titles . . . . . . . . . . . . . . .
UpgrMng or damgrding change trms-

sdtta2s (12) . . . . . . . . . . . . .
paste-in-change:

Definition . . . . . . . . . . . . .
Pm change:

Minitim (l) . . . . . . . . . . . . . .
Prqaratim:

Iatter-type diredives (1) . . . . . . . .
~al-typ directives (l). . . . . . .

Preparing MKhotity:
tefinitim( l) . . . . . . . . . . . . .

renting :
.Cohnmar fezmat (l) . . . . . . . . . . .

letter-type directive (1). . . . . , . .
Publicatim-typ directive (1) . . . , .

Fublicatim-typ directive:
Mllghgim.et hasystesll( 2).... . .
QsmSe5 (2)............’,.”.”
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P12blicatioo-typedirective(cm. )
Co12tum(z), .. o....,
Definition(l),..,,..:::: ::
Disttbum~ (mad to layw) (2). . , . .

Issuinga2~r~t~iIItlllI 1:
*lies to wquasts for deletion. . $

Idmtificati2s2 (2),.,,,.,., .,

kurity Claasiricatirm ( can.)

Clsssifyirig directives (3) , , , . . . .
C4mtimlatial pagas. .,. ... .o.

ItiF%~ci?%$ “ci~if idti~ ~6j : : : :
Paragraph msrtdngs (Sxhibit 2) . . . . .
Sarialnar&ars (S).,.....,.,

Salecticsl review
“series”

(14)..,..,....::
10
16

R

“R’”-w ion( 12). .. . . . . . . . . . .
see 82s0 IWvisi2Yl

Wfei%TKii(s) :

Se5 Pafermce line (s)
Siglimk :

iii, 16 UJcatial:
Joint intra-@ (3). . . . . . . . .

M2ble-hstted official . . . . ; .
titer-type directives (13) . , . , .

Raquiruemts (13)......,..:..
Allships endstatims . . . . . . . .
Letter-type directives. . . . . . .’ .
Rswised signature page. . . .’. . . .

Spacid-type directives (l). . . .’. ‘. , . .
“WC’

22

%
16

::
16

7

citing (ltiting) (lo). .“. . . . ., . . .
Cmcalsddimxlva(s) . . . . . . . .
Diradiw(s) being ~led . . , . ,
Diwctive frm hi$mr mthority . . .
Doamn~yt ddressedtoall

. . . . . . . . . . . . .

12, ’23

::
13

12
13

‘E
13

:

Instutims . . . . . . . . . . .
mtics! s . . . . . . . . . . .. . . :
Wvlsad.lnstructicsl. . . . . . . . .
Spat.ific $lrcwisim.,. . . . . . . .
Stattlsofimtmtia.. . . . . . .
Slperf2UoW uo2Yling .,,...,..

Joint diractiw) (3). .,...... . .
Raissuing directives fras Mgher mttmity:

mcheure(l o). . . . . . . . . . . ,.
Refe2wue (10), . . . . . . . . . . .,
Spacialmims for (12), . ; . , . .

-(s) :
keeling in Cmsolidated lists (2). . .
me&tas (12) . . . . . . . . . . . .,
~1* math Forws of the hkvy

Par&”&L0i&”(i2jI111I1II
~_[~ring (12]........
Ibp2isiti

9
d&iv&.(;): : : : : : : :

Respmsibilit es:
Chief of Mva2 Opmstims (5), (3) . . .
bssmdmt oftha MUina CUly?s(3)...
Diractivea cmtrol point (3)..... .
Issuing m2thority (3) . . .. o.... ,
Navy Fub2icatim d Riming service.-.

Sea Stamkml subject idmtificatim—

Stmdard subject kbmtif icatimmda(s):
(Mi&linus for selecting (6) . . . .“ . .
Source (6) . . . . . . . . . . . . . ,.

SKNAWNsr s210.12A . . . . . . . . .
Swltimery:

%paratiti( l).: . . . . . . . . . . .
Stocking infoxmatim (16). . . . . . . . . .
Subject . . . . . . . . . . . . . . ..+

(lunge transmittalsm . . . . . . . . . .
C2assif ied directives. . . . .
Gena~ . . . . . . . . . . . . . . :::

*j ect cross -rafermce sheet
~ Crms-rufemnca sheet (subject or

locator)
~ry of changes.

Sa “Ownges
9uppr-t(s) :

~initim (l). .:, . . . . ..o. .
Idmtifying [16) i . . . .
U=(3).........::’:::: :

Joint intersemi~ instructions. , .

1:
12

H
12

4
.14
14
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1, 3, 4
5
i
4

T

Table(s)
l-~rntim of lettir-type directives
Z--tire of special-typ dirac-

S(3) . . . . . . . . . . . . . . . . ..O
W+lllllgtcsl headqiusrtars Organhatims

4(3). . . . . . . . . . . . . . . . . .

mlviaua:
RsK@wd of issuing 51t520rities (3). . .

RWisi(s2(s) :

9-19

4 tide. . . . . . . . . . . . . . . .
Teat . . . . ..

21-2s-
14, 15,16

See Fmagra*(s) ””””” ”.” O”.” ‘
‘To’- (8), . .. . . . 12

All ships andstatims (i): : I J 1 1 :
‘TOP-et” &asnmts prohibited (2), (6). 3, 1!

mftiition (l) . . . .. o....
Idmtifyimg (6)......:,..:.: :
Indicting intext (12) . . . . . . . . .
kkingsm wvisedpage (12)..... .

“A’’-dditi,.. .,. . . . . . . .
“D” -dslatim . . . . .. o.....
“R” -rwisim orchanga . . . . . . .
AteAsk( *). . . . . . . . . . . . .

-ryofchangas (12) . . . . . . . . .

15, H
iii , 16

!:
16
16
15

w’

UseMngtcm headquartersorganhtims:
EUfiniticm (l). , . . . ...’..... 2
Distributicm to:

Mmlna (Mps field activities (14) “. 16
mvyvyylica;ims md Printing

4,5
.Itif=ti~ ~i;S’(i5jII1I11~1~ 18

Oirsctives to * aperating forces . 18
Wssaga(s) (l) . . . . . . . . . . . . . 21
Rnspmsibilities (3), . . . . , . . . , 4

Heekly transmittal *eat
Dsfinitim (l) . . . . . . . . . . . . . 2
l)i.st~ibuticm to all ships md statims

. . . . . . . . . . . . . . . . . s’

s

ale(s):
Foa m. . . . . . . . . . . . . . . .
* Exhibits

Sacr6’5Eiryofthamvy:
Directives issusna Systlsn .m2t210riza-

tim . . . . . . . . . . . . . . . . .
Seauity class ificatim:

~e trmsndtt.sls tn claaaifid dimc-
tives(s), . . ..m . . . .. o.’..
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